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Overview

Introduction

The Public Service Commission of Wisconsin (PSC) created an Electronic Regulatory Filing (ERF) system to
receive, circulate, process and publish documents electronically. The ERF system will reduce the time necessary to
make decisions on proposed actions, increase public access to information in formal cases, and provide an easy and
convenient way for utilities, consultants, applicants, and other parties to participate in the agency’s formal case

process.

Electronic Regulatory Filing Requirements

There are four requirements for using the Electronic Regulatory Filing System. Users must have: an ERF account, a
current copy of Adobe Acrobat, an internet connection, and Microsoft Internet Explorer 5.0 or above.

Create an Account. Individual users must create an account by specifying their name, email address,
logon id and password. Individual accounts can be created by clicking on the “Create New Individual
Account” hyperlink from the ERF Login Page. Corporate accounts can only be created by the PSC’s
Records Management Unit (RMU). Entities must complete a Request Corporate Electronic Filing Account
form in order to establish an account.

Acquire Adobe Acrobat Writer. You will need a current copy of Adobe Acrobat (or other suitable
software) to convert your documents to the required portable document format (PDF).

Document should be converted from their native format, such as Word or Excel, directly to PDF by
printing to Adobe PDF. If a document must be scanned, use Adobe Acrobat Capture or a similar product to
convert the paper-based document into an accessible PDF file. Scanned documents that are not converted to
accessible PDF cannot be full text indexed and are extremely large.

See http://www.adobe.com to purchase or learn more about Adobe Acrobat.

Internet Connection and Microsoft Internet Explorer 5.0 or above. A high speed internet connection is
required for users uploading or downloading large files. Microsoft Internet Explorer 5.0 or above is
required when accessing the ERF system because it utilizes Microsoft technologies that may not be
supported in other browsers.

Contacts

For questions or more information on the Electronic Regulatory Filing System, contact:
PSC Records Management Unit Phone: (608) 261-8524

610 North Whitney Way TTY: (608) 267-1479

P.O. Box 7854 Fax: (608) 266-3957

Madison, Wisconsin 53707-7854 Email: pscrecs@psc.state.wi.us




Electronic Regulatory Filing System User Manual

Features of the ERF System

Account creation — Users may create an individual account or they may file a corporate electronic filing
account request with the PSC’s Records Management Unit (RMU).

Authentication/Identification of users — Users must enter a valid logon id and password before they can
use the ERF upload system. A logon id and password is not required for user who want to search and view
documents.

Change user profile and password — Once a user has logged into the ERF system, the customer can
update their personal profile or change their password.

Password reminder — Users will be able to request their password be e-mailed to them by specifying their
logon ID and email address. If a match is found in the user profile, the system will automatically generate
an email and attach the user’s password.

Uploading documents (SSL) — All documents are uploaded to the PSC’s web site using Secure Sockets
Layer technology. This encryption routine is accepted by all industries as a secure method of transmitting
data.

Subscribe/Search — Users may request notification of all new documents based on user specified criteria.
When a new document is accepted, the system will generate an email with the document title and a link to
the public document on the PSC’s web site.

Check document status — Users may view a listing of all pending, accepted and rejected documents which
they have filed. Corporate accounts may view the status of all document filed on their behalf.

Quick Search — Users may view recently filed documents by case number, utility name, industry type and
document type.

Detailed Search — Users may search the document repository by specifying one or more of the following
criteria: utility involved, case number, document type, industry type, date range and keyword or phrase. If a
keyword or phrase is used, the document title and full text will be searched for the word or phrase.
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General Guidelines for Filing Documents

1.

10.

In general, documents should be prepared using an easily readable font and when printed should fit on an 8
Y x 11-inch page.

When submitting physical items, such as a piece a pipe or a meter, filing should include a digital picture of
the item to be placed on our web site. Pictures should be stored as a PDF.

All files must be submitted in PDF, except working spreadsheets which should be filed as an Excel
document. DO NOT scan any document that can be converted from the original file. If scanning a
document, use Adobe Capture to convert the scanned document to text.

Documents should be kept reasonably small, if possible, to ensure that users with dial-up internet
connection can download or open the files. The size of the original document and subsequent PDF will
depend on the number of pages and features, such as formatting, pictures and track changes, included in the
document.

Pages File Type Size File Type Size

2 pages (text) Word 23 KB PDF 12 KB
10 pages (text with Word 103 KB PDF 29 KB
tables)

24 pages (text in outline | Word 83 KB PDF 49 KB
format)

164 pages (text) Word 1,121 KB PDF 418 KB
1 sheet Excel 32 KB PDF 9 KB

Keeping in mind the maximum document size, users should group documents into logical units and
combine those documents into a single filing. For example, a Brief with a cover letter and several
attachments may all be combined into a single document. A confidential document and its corresponding
Affidavit should be combined into a single document.

A general guideline is that if you would have stapled the pages together when filing a paper document, you
can likewise combine them electronically into a single document.

Note: Testimony and Exhibits still have to be filed as individual documents.

Documents should not contain hyperlinks to other documents, as the ERF system will rename the
documents and the hyperlinks will not work.

The official filing date of all electronic documents is the date and time the file is uploaded to the PSC’s
web. The ERF system will also record the date and time that the filing is accepted or rejected.

The electronic document uploaded to the PSC’s web site is the official version of the document. DO NOT
send a paper copy of the document to the PSC.

Confidential documents can be filed electronically using the confidential document section of ERF. A
public version of the document should also be filed in the public document section of ERF. Users should
reference the control number of the confidential document in the description of the public document.
Example: Gas Trading Data for June 2003 — Public Copy (Control #: 123456)

Service is the responsibility of the filing party. Parties should discuss service of document at the prehearing
and agree on the method of service at that time (i.e. mail, electronic, hand delivery, etc.)
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How to Log Into the ERF System
To electronically submit documents using the PSC Electronic Regulatory Filing system, a user must have:
e  Software to convert the documents to PDF, usually Adobe Acrobat.

e Internet connection and browser. Users must have a high speed internet connection for uploading large
files, and Internet Explorer 5.0 or above.

e ERF user logon id and password.
To Log into the ERF System

1. Use https://psc.wi.gov/apps/erf _upload/default.aspx to submit filings to the Public Service Commission of
Wisconsin.

2. Type in avalid user name and password.

¢= Public Service Commission Of Wisconsin - FRF - Windows Internet Explorer

. ¥ v : +.
C e v | husiiese wigoviappsfert_uploadidefat asex NN
o [@F‘ubll: Service Commission Of Wisconsin - ERF I } 58 s - |:r Page
gRYCE coy, -
o s, - .
K 3 ERF 8, <
Electronic Regulatory Filing System k <
OF wiscons™
welcome to The Public Service Commission of Wisconsin's Electronic Regulatory Filings System, ERF If you already have an account, login below otherwise click Create
provides for the electronic submission of filed docurnents and online access of documents submitted in Account to set up new account.
select cases before the Commission. all docurnents are available in Portable Docurnent Format {PDF)
files, Warning: Your session will close if it remains inactive for 3 extended period of time,

The processes for filing and accessing electronic documents have been designed to be simple and straight
forward, To file documents, participants conwert the original documents to a Portable Document Format Logon 1D: |:|
(PDF} file and upload it to the PSC Electronic Regulatory Filing Systemn web site after completing a case

and document description, Password: l:l

After subritting, the filing is immediately received at the PSCW and is autornaticslly routed to the
appropriate person for review, After the filing is reviewed, you will be notified by email as to whether it -

was acospted or was unabls to be processed as filad. Acceptance means that the application and or filing
has been reviewed and found to be complete and in compliance with Commission rules.
Forgot your Password?

#ll electronically filed case documents can be subscribed, searched, downloaded, viewed, and printed. Creste New Individual Account

These files can be viewed by the public at http://pscwi.qov/apps/erf search/default.aspe Create New Corporate Admin Account

ERF Homne Page

Disclaimer

wrhatis an Individual Account?
What is a Corporate Account?
What's New?(Movember 18, 2005)
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Individual User Account Submenu
Submit Public Documents for an Existing Docket

1. Select the Existing Docket entry under the Public Document side menu.
/< ERF System - Windows Internet Explorer E‘E|8‘

@:v{ 3~ | ] https:fipsc.vi.qovfappsiert uploadjcontentimenu. aspx VI & ] [%2][ %] [s00ge 2]

W |§ERFSystem | |

B B d v e - ek

_emvEco, .
SEPTE ERF B -
Efectronic Regulatory Filing System N ‘

OF Wigcons™

ERF Upload Welcome Joe User,

My Menu
L Monday, June 09, 2008 4:29:22 PM @ How to file Redacted Cof

Public Document

+ Exlsting Docket User's Documents Activity Status Have you heard about ERF Subscription?

4 Bccepted All ERF users are able to set up a variety of possible searches, base on utility, industry type, documents type, case
»New / Non Docket d type, or full case number. On a periodic basis, the systemn searches the database for any new documents match the
les £ Non Doch 0 Pending specified criteria. When matching dacuments are found, an e-mail is generated to the subscribing user with link to zach
. 55 Rejected matching docurments,
Redacted Copy

Confidential Document
+ Existing Docket
* e { Nom Docket
Check Document Status
+ Acoepted
+ Pencing
+Rejected
User Maintenace
+ Wadiy Prafile
+ Change Password

+Subseription

2. Enter the docket number and click the Check Docket button.

If the docket id is not valid and error message will appear telling you how to correct the problem. Click
Check Docket to recheck the docket id.

If the docket id is valid the title will appear in the title box. Click Continue.

Enter the Docket ID for the document(s) you are uploading and press Clreck Rocket,

Part 1 Part 2 Part 3
pocketiosl |
Example: 16255 T 100

Title:

Check Docket
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Submit Public Documents for an Existing Docket (Continued)

3.

Select the number of files to upload.

When the screen repopulates, click the browse button in row 1 and select the file to upload. Then specify
the document type from the drop down list box and finally enter a meaningful description such as
“Testimony of Jane Smith”.

Repeat this for each row on the screen.

Click the Upload Docket Files button to submit the documents.

NOTE: If you attempt to upload files with a total size larger than the maximum file size specified on
the screen, you will get an error and all the information entered on the screen will be erased.

(& HHF - Upload Documents - Windows Internel Explorer
& - o i ¢ ¢ o ST
W G - Upkad Donnte B8 &®-idew-g

~ Select Document Type « -

Upload Docket Files Cancal

Review the Submission report for errors. If you would like a copy print it for your records, or copy and
paste the screen into a tracking document.

Click Back to Menu to continue.

(= ERF - Upload Documents (Canfinm) - Windows Internet Explorer

O+ [ rrwsimse woonisssiet. y : doch LA WiIE
UG | EBERF - Lipad Documents (Confim) fir - B - -
crc
3 ERF —
" El g 'y Filing Sy
s
Submission Report;
Please print this page as & recond of your submission,
d and i pending accest
16258-T1-100
V02000 Fi10i42 AM - 6/10/2000 1042 AM
L ooctyee | Descrton _________________|keceivedvate ]
Commants Terst - Ploase rmjnet d/10/00 0118
AN
wing files were not uploaded to the P5C:
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Submit Public Documents for a New Docket

1.

Select the New Docket / Non-Docket entry under File Document side menu.

/= ERF System - Windows Internet Explorer D‘E"X‘

& )+ [ ntmstiosc v sevisspsiert weloadicententimen s S B ][4 ][] [so0ge [[2]-
W o |@ERFSystem |7‘ Br B o v mhbage - Gk~
ey, >
E N ERF O P
\ Electronic Regulatory Filing System N <
OF Wiscons™
ERF Upload Welcome Joe User,
My Menu

Monday, June 09, 2008 4:29:22 PM @ How to file Redacted Co

Public Document

+ Existing Docket User's Documents Activity Status Have you heard about ERF Subscription?
iEting Docl - Aesantod All ERF users are able to set up a variety of possible searches, base on utility, industry type, documnents type, case

type, or full case number. On a periadic basis, the systerm searches the database far any new documents mateh the
specified criteria. When matching documents are faund, an e-mail is generated ta the subseribing user with link to 2ach
55 Reiscted matching documents,

e  Nom Docket 0 Pending
+ Redacted Copy
Confidential Bocument
+Existing Dacket

+New / Nom Docket
Check Document Status
+ Acoepted
+ Percing
+Rejected
User Maintenace
+Madify Pratile
+ Change Password

+ Subscription

.|
Select the number of files to upload, and specify the utility these documents relate to.
When the screen repopulates, click the browse button in row 1 and select the file to upload. Then specify

the document type from the drop down list box and finally enter a meaningful description such as
“Testimony of Jane Smith”.

Repeat this for each row on the screen.
Click the Upload Docket Files button to submit the documents.

NOTE: If you attempt to upload files with a total size larger than the maximum file size specified on
the screen, you will get an error and all the information entered on the screen will be erased.

¢ BF - Upload Documents - Windows Internel Exploser

Select number of files te upload: |3 ™| ublity TD:

) Brewsa

Descriphion:

Salest Dosmen 5 Tree -

Upload Docket Fies Cancel
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Submit Public Documents for a New Docket (Continued)

3. Review the submission report for errors. If you would like a copy of the submission report you may print it,
or copy and paste the screen into a document.

Click Back to Menu to continue.

(= ERF - Upload Documents (Canfinm) - Windows Internet Explorer

G i v [ i powlspsae L

R %] [x

O G0 | EERF - Upkad Documents (Confm) -0 =
e

N ERF K e
‘ & gulatory Fing Sy <
e
Submission Report;
Please print this page as & recond of your submission,
Tour subimisson has been succasslully received and i pending acceptance,
Below sre deteds of your submission:
Cracket I0i 18255-T1-100
Subsmissicn Date: GA0/I000 F10:42 AM - GI0I000 F1HAZ AM
Doc Type Description

user manua 1oatt Commants Terst - Ploase rmjnet n/10/08 =28
The following files were not uploaded to the P5C:
NONE
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Submit Confidential Documents

1.

Select the Existing Docket or New Docket / Non-Docket entry under the Confidential Document side
menu.
(= ERF System - Windows Internet Explorer

) v | https:fimse. wi.goviappsierf _uploadjcontentjmeny.asox “ &) [x] [=

S |@ERF5ystem | ‘ -8 i ~ b Page + (0 Tools -

#,;mcr, <o,
%,

& 5 ERF

Efectronic Regulatory Filing System N ‘

P wiscons™
ERF Upload Welcome Joe User.
2 Menu
» Monday, June 09, 2008 4:29:22 FM & How to file Redacted Co
Public Document
 Evisting Docket User's Documents Activity Status Have you heard about ERF Subscriptian? _
e Aantod All ERF users are able to set up & variety of possible searches, base on utility, industry typs, documents type, case
N o ket —"—d type, or full case number. On a periodic basis, the systern searches the database far any new documents match the
e £ Nan Docl 0 Pending specified criteria, When matching documents are found, an e-mail is generated to the subseribing user with link ta each

- 55 Reiected matching documents,
Retacted Copy

Confidential Bocument
+Existing Dacket
+New /Nom Docket

Check Document Status
» Anceptsd
+ Pencing
+Rejected

User Maintenace
+Madify Pratile
+ Change Password

+ Subscription

10
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Submit Confidential Documents (Continued)

2.

Complete the confidential request information.

If you selected existing docket, specify the docket id.

Select the file to upload, specify the document type from the drop down list box and finally enter a
meaningful description such as “Confidential Testimony of Jane Smith”.

Click the Upload Confidential File button to submit the documents.

¢ ERF - Upload Confidantial Dovcumant (Lxisted Dochet] - Windows Intermel Explerar

O - e T o v | @ |+ x

W G | Gnr - okiad Comiidortiol Cousmind (Exited Dockat) | fh- 6 - w0

Electronic Regulatory Filing System
ar—

2004 (0W2204) Wiy, Admin, Cody § P50 343, Wiz, Sucy 5§ I 14.096.02 and 106703

E 1t raE
PEC Contat Pergon; Number of Bages / Exeel morkshaats (Confidentin Snges Oe )i

Section 2: Required Information
1.t am filing this request on behal of:

Haenn / Company: Phane {ptional]
Adddress Line 1¢

Addrwes Line 2: epexal)
city Hatet Tipt

2., Name knd Position with the requéster it

3. The folleming is an scourste snd complate summary of the conbert of the record(s) bemg hled:

4. There 15 3 reasonsbie basss bo conclude that the recerd, or porion of 3 recard, 15 one of the follomng:
The record contsing trade secrats a¢ defined in Wis, Stat, 514,90,

(m ]

The record contans infermation which would sd 8 competior of a guble ublity = compebibeen with the publc Wity making the request urder Wis, Stet. 519614,
The record i an sccidsnt report under Wis, Stat. §296.72,
The record is protected bupmess information under Wis. Stat. §196.795(3),

opDOoD

The racord mby ctharwiss ba sxampt from disclosurs undar the Public Recsrde Law, Wit, Stat. §619.31 15 10,99,

5. Hom

e rocord satishes rumber 4

Section 3: Uplaad File
“* Include affidavit attesting to the foregeing In the file to be upload **

Fart1 Fart 2 Fart 3 Tide:

Docket 10
Erample: 18285 7 100

Check Docket

CONFIDENTIAL DOCUSERT

[

Descrigtion: Ciocument type

PSC 2 requires that you also file a redacted cony of this confidential fiing (f applicstie). If you have such & copy ready for filng, please upload i now:
[REGACTED DOCUMENT (Public Vorsian)

[ Upioad Conndennial Fae | [ Cancel ]

11
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Submit Confidential Documents (Continued)

3. Review the submission report for errors. If you would like a copy of the submission report you may print it,
or copy and paste the screen into a document.

Click the Back to Menu button
OR

Click the Upload More Confidential Files button.

£ IRT - Upload Confidential Document (Confirm) - Windows Internet Fxplarer

& v | @ Hitps:fipsc.w goviscos/ef soadjconconfim. d ch chock v B4
US| R - Uk Confidareid Documert (Corfar) h-8 &
c Reg ry Filing System g
upload *
IMPORTANT: Flasse prind & copy o Ehis Siresn for your records.
m
2004 (021 W Adinin, Chdh § P 20 WE. S22 S5 N 1T 0 4d 19670
section 1 PSC Contact
PEC Contact Porson Rits Chapman Numilier of Pagns / Exenl workshoots (Confidential Pagos Orde ) [1
section 2 Required Infarmation
1.1 am Hirsg this reguast on bekall of
Name / Comgany: |asdl Prone: | asdf yomticna)
Address Line 10 [ asdi
Address Line 2: | asdf optonal)
City: | asdf State: | WE Zip: [12M8
2. Name and Position with the requester is
avdlanal
3. The fullowing is an acourate and complete summary of the cantent of the record(s) baing filed
asdfasd
4. There is & reasonable basis to conclude that the record, o portion of & record, is ane of the following.
Thie record contsins trade secrets a5 defined in Wis. Stat. §134.90
The recard containg information which would aid 8 compstiter of & public ublity in competition with the pubSc utility making the request under Wis, Stat. §195.14
The record i an accident repart under Wis, Stat, 519
The ree o or Wis. B196.795(%),
The o under the Puble Becords Law, Wi, Stak. §§19.31 ta 19.39.
5. How the record satisfiss nurber 4
Section 3: Uplnad File
Docket 1D 16255-T1-100
o & 5 S710/2008 33459 &M
Oescrigtion! test - reject
[Upload Mars Confidantial Files | Back ta Meny

After the Documents are Submitted

Once the document is submitted it will be marked as pending. Pending means that the document has been received
by the Public Service Commission, but it has not been processed.

Staff of the Records Management Unit will review the documents and approve or reject them. When the filings are
processed the submitter will be notified via email. The email will include the document name, type, description,
received date and file status. If the filing was rejected, the rejection reason will be included in the email.

12
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Check Document Status

1.

Users may check on the status of their filings by clicking on the Accepted, Pending or Rejected links under
User’s Documents Activity Status.

7~ ERF System - Windows Internet Explorer

G@ v |§, https: fipsc.wigov/apps/erf_Upload/contentfmenu. aspi

[ & [5)[%] [soode
W o ‘?ERFSV;tem [_| = -

semvctcoy,
%,
- o ERF o’
Electronic Regulatory Filing System <
OF Wscons™
ERF Upload Welcome Joe User.
3 Menu
it Monday, June 09, 2008 4:29:22 PM & How to file Redacted Co
Public Document
+ Existing Docket User's Documents Activity Status Have you heard about ERF Subscription?
HIsting o T All ERF users are able to set up a variety of possible searches, base on utility, industry type, documents type
Mo/ hom Dmcket e type, or full case number. On a periadic basis, the system searches the database for any new documents me

specified criteria. When matching documents are found, an s-mail is genarated to the subscribing user with |
matching dosuments.

+Redacted Copy B5-Reiected
Confidential Document
+Existing Docket
+New [ Mon Dacket
Check Document Status
+ Acoepted
+Pending
+Rejected
User Maintenace
+ Wity Profile
+ Change Passyword

+Subscription

The document status screen will list the documents with the status the user specified. If a document is
rejected the reason for rejection is also listed on this screen.

Users are encouraged to use this screen to check on the status of their documents. The status of the
documents is updated in real time as the documents are processed.

{~ ERF - Accepted Documens Detail - Windows Internet Explorer

G© - Brew

G | JERF - Accapted Documents Detal

& ERF
. El fc Regufatory Filing Sy

N NGRS
8- B -k

=
<
e
ERF Uplaad Accepted Documents Detail Submitted by joeuser
My W Total Documents: 4
Prubibic Docimmra Document Hame | Descriptien
Fustrey Duchet AW 16a6-TI-A00 PSC - Simplfied Aste Case Apphication (SRC)Mm Ciocket Application Gaysorn test upload for SAC (HTML farmat), Fleass Aeject, Thanks
12:a6:61 PM
*New /o Dechnt 10/04/04 16256-T1-200  O3rads pdf Brief ssasdasdasd
. N 02:49:48 PM
eclacind Comy 12403 16ISS-TI-I00 FAGsqdt Select Bocumen 5 Type Gaysarn test
Confiddmtial Dot a3 AN
10T 16255-TI-M00 FAGs.pdf -- Select Docurment Type - Gaysorn test upload axisted docket
* Existirey Duched 092710 AM

* e | o Bt

Chch Doctmme Sttt
< Rerepge
]
*Repecterd
Usen Masursace
* Moty i
+ Chaeags Pactwerd

+ Suiaesigition

13
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Modify User Profile

1. Users may change their profile information by clicking on the Modify Profile entry on the User
Maintenance side menu.

¢~ ERF System - Windows Internet Explorer E”E‘SJ
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2. To change the Individual User profile information
Enter all the required fields, and all pertinent optional fields.

Click the Update User Info button, to save the changes. (A message will appear above the buttons to
indicate that the information has been updated.)

Click the Back to Menu button to return to the menu.
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Change Logon Password

1.

Users may change their password by clicking on Change Password under the User Maintenance side menu.
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¢ Change Password
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Enter the new password in both the New Password and Confirm Password boxes.
Click Submit to save the password.
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Subscriptions
Add a New Subscription

Subscribing to a list allows a user to automatically receive email notification whenever a document is accepted that
meets specific criteria. For example, a user may create a search subscription relating to a specific docket number, or
a specific document type (such as a testimony or motion).

Subscription List notifications will be run a set times during the day by an automated process. One email will be sent
for each search subscription if there are new documents that match those subscription.

1.
2.

Users may subscribe to a search list by clicking on the Subscription side menu.
To add a new subscription, click on the New Subscription button.
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Enter criteria in one or more of the boxes provided.

¢ ERF - Subscription Information - Windows Infernet Explorer

£, ohion
= ‘When new documents are accested in the system that match your subscrigtion criteria, you will be nobfied by e-mail, st the e-mail address speciied in your user profle

unility 10 . or Name: -
Dockat Uity 10: [
Caso Tyan
Sequences
Coume o Tyn -
Industry Troe -

Sl (required # you want to save.)

View Subscibe Resut | [ Saw-> Subscibe List | [ Dack (o Subsciption st |

To view the results, click the View Subscribe Result button. The information returned will be displayed
below the buttons.

To save the subscription: Enter a Name and then Click the Save -> Subscribe List button.
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Edit a Subscription

1. Users may edit a subscription by clicking on the Edit button in front of a subscription name.
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2. Modify the search criteria.
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3. To view the search results, click the View Subscribe Result button. The information returned will be
displayed below the buttons.

To save the search:
Click the Save Subscribe List button.

Delete a Search
Users may delete a search by clicking the delete button in front of the subscription name.
Run a Search

Users may run a subscription by clicking on the subscription Name.
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Corporate Accounts

Check Document Status

1.

Corporate Accounts may check on the status of all documents that have been filed on their behalf by
clicking on the Check Document Status link.

The document status screen will list the pending, accepted, and rejected documents. If a document is
rejected the reason for rejection is also listed on this screen.

Users are encouraged to use this screen to check on the status of their documents. The status of the
documents is updated in real time as the documents are processed.

Modify Corporate Admin Profile

1.
2.

Corporate accounts may change their profile information by clicking on the Modify Admin Profile link.

To change the account information:

Enter all the required fields, and all pertinent optional fields.

Click the Update User Info button, to save the changes. (A message will appear above the buttons to
indicate that the information has been updated.)

Click the Back to Menu button to return to the menu.

Change Corporate Password

1.
2.

Users may change their password by clicking on the Change Password link.

Enter the new password in both the New Password and Confirm Password boxes.
Click Submit to save the password.

Modify Authorized User Accounts

1.

Corporate account may add accounts or make current account inactive by clicking on the Modify
Authorized User Access link.

To add a new user account,

Enter a unique Logon ID for the new account.
Set the Active User indicatory to Y-Yes or N-No
Click the Add New User button.

To change the active status on an account,

Click Edit in front of the account to be changed

Changed the Active User indicator to Y (activate account) or N (make account inactive)
Click Update to save changes OR

Click Cancel to ignore the changes.

Note: Accounts can be made inactive but they can not be deleted because the account information is stored
with every document that is submitted using this system.
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